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CENTRA!. INTEIiTlOltNCE AGENCY 


ACCOMPLISHMENT 

^0^. , , --AM.,*-. ■■■-. J* v ra i ,- *+ ts »x it r-- m*«,i <*•»*•* «wM«r 

| \h&a served as the Central Zatalligeace Agency's Record* 

Administration Officer since t*kJ and ha a had a key role la developing ki 8 h ~ 
ly elf native records and paperwork management programs of which the 
Agency is justly proud. la addition to bis important achievement* In im- 
proving the world-wide records keeping ifitoa.al CIA, he has initiated, co- 
erflMtod. and furnished the technical leadership In the establishment of enx- 
form standards and procedure* for the retention sad disposal of intelligence 
material* la other elements of the intelligence community of the United 
States. He 1® particularly noted for the development of a Vital Material 
Program which ha® b**a & model for other federal agencies. 


Us developed »a effective decentralised records eyat mm , 

in C IA with program s to meet each major component*# particular require- 
ments and. special procedure® to cop* with security considerations inherent 
in every phase of record* and paperwork maintenance and control m this* ■ 

Agency. CIA now lass one of the most sophisticate d records and paparsvork , 

ra&negfeaftttt systems in the federrl Government. I thft . 

driving force in focusing attention on this critical area of management, aaa ; 

because of hi® professional competence and experience he has gained tiic 
eupport of top m&iragemeat and the cooperation and participation of o£tici»i# 
at ail levels in the Agency. He ie an effective promoter and ha* Inspires 
officials in CIA and others in the f ederai Government to professional paper- 
work management achievements by hie surreys, studies on special projects, 
training Mm*, briefings, and ais Vital Record* Workshops. 


To evaluate! lecompUihmwtU, consideration nmiet be 

given not only to the Magnitude ol'ciA record* hut also to the completes 
involved in handling sensitive intelligence records and to the unusual paper- 
work service® required 1 * the production of intelligence and in the distribu- 
tion of vital documents to the consumers. The diversity of CIA records 
{photographs, films, recordings, and map®, te addition to the large flow of 
docttiwont# into the Agency from ad ontr the globe) is compounded by the 
myriad of special security indicator* ana the necessity for strict compart- 
mentation on a weed -to -know be sin to p roduce nnifiMS problems. These pro- 
blems have presented challenge* wh£ch| K * mei %Uh « y<Wit * uc ~ 

c®**. This be fee* accomplished by applying good paperwork management 
principles and by using administrative imagination to cope with unaaual pro- 
blem® in paperwork cuanngemenc. 
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6COj%j£ Of ACCQMPUSnMEm ' 


The CIA Records Admiai st ? e t ion Program, directed fey 
i* comprehensive la scope* It caver* all area* la th« management oi CIA 
dir active*, repair!*, fare**, cwmrn intentions , lit**, wad records from date 
of creation to final storage or dost? action. It et.ciampusees staff manage- 
meat- of records sad paperwork 1st CIA laietiigesce collection activities la 
all parts of the world sad the control, storage, and disposition of iaieUi* 
game doewmat* prepared for the Presides* sad policy -mskixg bodies in 
the United Slate*. 


STATINTL 


The importance and impact of 


kccomptishment* are 


attested by the n»ny ssnwtsiidAtiwM tbfti m aa« received officials 
in our Agamy end the fact that ether Coversmeat agamies have emulated 
successful management technique* and procedur es used in CIA records 
management. Be was commended by the Honorable McCeerge J Randy, 
Specie! Assistant to the President fee national Security Affairs, fer hi* able 
and eificie&t direction of the Records MtwgtRSst services rendered to the 
National Security Conne ll* The Assistant Archivist ef the United Slates 

to preeast bis Vital Materials Program to all 


OoveruBiioat department* and agencies thrwgh a number of Vital Records 
Workshop** In addition, other -s genets# with unusually difficult security 
problems hava drawn on his essper isnea to improve (hair paperwork mans ; 
meat systems and the operation* ea thair Records Canters. 


R&SUJUX8 


contribution* te effective records and paperwork manage- 
meat within CIA sad other agencies have had enormous tangible sad Intangible 
benefits. As a result of his leadership in promoting the development of flea- 
tbU end realistic record* management standard* and programs, the Agency 
h»9 boon able to cope successfully with a tremendous increase In volume of 
communication!* » documents, films, and photographs resulting from the jms- 
cclerstsd tempo of cold and hot was? activities. In addition, he has initiated 
aggressive programs to meet the new paperwork management requirement* 
of expanding electronic data processing operations. (^Through the ready 
availability of records and the streamlining of methods and procedures, emer- 
gency requests in support of current operations ere handled expeditiously by 
the Agency Records Center.'} 

By the development of a model V ital Materials Program guaranteeing 
the current selection, protection, and availability of essential records, the 
successful continuation of Intelligence support to the President is assured 
in time of enemy attack or natural disaster. 
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lu addition to the important easing* to CIA in man-boors, equipment, <• 

supplies, and space that have resulted frcenl [efforts, eigai^TATINTL 

licasat eevlege have also be©» achieved tirroughout the intilugsace t anwn ni ty “ ; 

thwagli Me program to eliminate Ncorda In all agencies whet* they duplicate 
those of the originating agency. 

'* It is the consensus of official:? in CIA that kchioveme ilfcTATINTL ' 

1® the improvement of paperwork amaageraenfc Li«t i « to the so reess 

of this Agency*# mission end have farthered the objectives of the Preside el's 
War on Waste lit the Federal Government. ! 
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